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NBORANDUN FOR: Deputy Director (Swpport)
THROUGH Chatrman, Nonor and Merit Avmxds Committes

SUBJECT: - Special Performance Awards Program for the
. Logistios Services Division, OL
REFENINCR s Nemorandun from the Pirector of Fersonnsl for
the Acting Pirector of Central Intelligemce,
$hdject: Nrformance Anxds
dsted 3 Jume

1. This asmorandim contains a recomsandation for the Deputly
Director (Support) spproval. Such recommendstion is contained in

paragraph 5.
The Directer of FPersonnel, in the referenced memorandum

arards be | .
rned by he Doputy Birectar (Sugpert), for siwiler activities.
This reccemendstion wvas spproved by the Asting DOI on 16 June 1960.

3. The Chief, logistics Services Bivision, has requested
authority to establish a similar special swards program for certain
enployees of his Bivision. Such & program should result in isproved
performance and increassd morale.

k. The proposed ogram, detailed in Attacltment A, is similar
to the referenced progran which has been outstandingly successful ab

the past three years. It provides for a

of $25.00 to an outstanding worker who has sus-
tained a high lsvel of performance as msasured by dependadility,
production, efficiency, safety, seeurity and good customer relations.
Purther, the program provides for an annuml cash awwrd of §100.00
and & plague to one of the quarterly winners. Temmwork is encowrasged
by the award of a plague t0 the unit selected for sustained outstand-
ing performance. The wnit receiving this sward most often during the

Y
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SUBJICT: Special Performmnce Awards Program for the logistics
Services Pivision, OL

yoar gains permanent possession
unit receives a cash sward of

Chairman, Honor and Merit Awards Commdttes

APPROVED:

MR-
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SEGRET

SUBJECT: Bpecial Ferformance Awards Program for the logistiss
Services Pivision, OL

m‘-’ww
2 - /8
1 -~ Honor and Merit

Jorards Coomittes
U< 0L Mles (offietal)
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This instruction is issusd to provide procedures to be followed
in the subjeet progran.

2. goom

All Wage Noard eaployees and certain General Sehedule employess
will be eligible for consideration for mwards. These awards vill be
in sddition to the normal periodiec step inoreases prescxribed in
perscnnsl regulations and are not connacted with the Xaployes Bug-
gestion Program or the Honor Awards Program.

3. TIPS OF ANAKDG

The awards in this program vill be made guarterly and aanually
as follows:

(1) Individual eash averds of $25 will be made guarterly
to the employee selected for sustained performance exseeding
established standmrds.

(2) Individual cash swards of 100 plus an sppropriste
plaque will be made annually to the euployee selected as the
outstanding employee among the quarterly sward wimners. 7The
individual plague swarded to the employee will be a ministure
for his personal retention, and a larger plagus inscribed with
the winner's name will be displayed in the "J" corridor of the

Keadquarters building.

(3) unis plague awvards vill be presented on s monthly
basis to the designated unit for sustained performance exceed-
ing established standards. This plague will be placed in the
"J" corridor and will be insorided with the name of the
sslected unit and the name of the supervisor of the selected
wit. A wmit may gain permanent possession of & plaque for
being swarded the plagus the most times within a calendar year.
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10GIBTICS SERVICES DIVISION 18D~

The Special Awards Committee will be responsible for recomsending
recipients of the various swards. The Committee will consist of the
following individuals:

(1) Deputy Chief, Logistics Serviees Division, Chairman
(2) Chief, Building Services Branch

(3) Cnief, Telephonme Facilities Branch

(k) Chief, Passenger Vehicle Mranch

(5) Chief, Mail and Courier Branch

(6) Cnief, Space Allocation and Fecilities Branch

5. APYROVDN AUTHORTEY

The Chief, logissics Services Pivision, will be the approving
sathority for recommendations for awards as submitted by ths Special
Avards Oomuittee.

a. Presentation of awards will be arranged by ths Chief, lLogis-
tics Bervices Divisicn, with sprromriate ceremony sttended by all LED
exployees.

b. Certificates will accompsny personal awards, and these

sctions will be made a part of the employees' official persomnsl
regord.

T.  BASIS FOR AMARDS

The awards described in paragraph 3 above will be made to the
individuals :
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SEGRET

LOGISYICS SERVICES DIVIBION
IRIROCTION NO. 1

(1) Dependability
(2) Customer Relations

(3) Profustion (quality and quantity)
() xfficiency and Economy

(5) Batety

(6) Beewrity

The standards to be wsed by the supervisors for evaluation purposes
will be established Ly the Special Awvards Committes.

8.  ELIGINILIFY YOR AMARDS

a. Wage Board and General Scheduls employsas not assigned to
supervisary or sdministrative positions will be eligidle for individual
oash mxds. However, an employee will not be eligible for a second
Qarterly avard in the same calandar year.

b. All branches will be aligible for the wnit plaque award.

c. Vage Board and General Scheduls supervisors will be eligible
for the outstanding supervisor's cash award with the exseption that s
supervisor who is a member of the Special Awards Camtttee will not be
eligible.

9.  PROCEOURES

a. L8P swpervisors in all levels will be instructed to estadblish
informal records for each employes for consideration by the Special
Arards Comxittes for the various swards.

b, Each supervisor will be requested to recommend a first and
seoond choice for the individual cash swards for each quarter and will
submit his recosmendations to the fpecial Awards Committee in writing
prior to the tenth day of the month following each guarter.

SEGRE:
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titee will hold its quarterly meeting
ay of the month following the end of
quarter of any calendmr year. The
sonual awerds will be scheduled to

will review all recommendations
resoumend a first, second and third
individual swerds.

of the Special Awards Comxittes will designate

neeting to keep notes of the yprocesdings and prepare
tion by the Comxittee.

information discussed and the proceedings of each meeting
handled as eclassified information and will not be discussed
the Comittes except with the Chief, Logistics Services Division,
ty.

Chief, logistics Sexrvices Division, OL

SECRET
b
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SECRETY

I0GIBTICN SERVICES DIVISION
INSTRCTEN WO. 1

s Is e sscwrity conscious?
B. Eas Do hed mxy security violations?

CUBTOMER BRIATIONS
a. Does he make a good iwmpression?
1) Nesoers

SECRRT
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DPirsctar of Rrscnnel
ATI¥ : Honor and Nexit Avards Bemxd

Director ef lLogistics

Quarterly Award for the Franeonia Awaxrds Program

FEFS : (a) MNemorandum to the Acting Director of Central Intelligsnce
frem Director of Rursounel titled "Special Performance
Awards Frogrean fer Franscnia Varshouse”, dated 3 Jwae 1960
(b) supply Divisiem Dnstruction 18-2, dated 80 October 1961

1. Rhmﬂﬂm&a“ﬂhtﬂmﬁﬁm.m
be issusd in the mame of 'whe was selscted as
the cutstamiing esployes for the seoend quarter of the 1963

2. The eheek should be foxrwarded to the PField Bupport

Braneh, Supply Division, Rosm 1423 Quartars Eye, far preseata-
tion.
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SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM
7%'] UNCLASSIFIED | | CONFIDENTIAL | [ SECRET

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

NAME AND ADDRESS INITIALS

Director of Logistics (/Q /f i—

ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE . RETURN & .
CONCURRENCE INFORMATION _SIGNATUR{I\)})" /)

Remarks: U\' i /

It is recommended that this be spproved and
sent forward to the Deputy Director (Support).
The attached is a proposal for the establishment
of a special performance awards program for the
1SD.

For some time now I have been trying to create
an esprit de corps within the Logistics Services
Division and to improve the morale of its employees
I believe that if we are permitted to adopt a

o similar to the one so successfully run at
that thls will go a long way
Towards accomplishing the high level of performance
we have set as a goal.
FOLD HERE TO RETURN TO SENDER
,FROM: NAME, ADDRESS AND PHONE NO. DATE

/( S ;4)»,:4

] UNCLASSIFIED | | CONFIDENTIAL | SECRET
(40)
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